comVida corp.

Filing T4 and T4A Slips for 2008

ComVida Payroll provides two main filing methods - paper or electronic submission.
The electronic method will create an XML file which allows to be sent to the CRA
through the internet or an electronic media (i.e. CD, DVD or diskette).

Currently, you can only file up to 500 various information slips (T4, T4A, T5) using
the paper submission. If you file more than 500 various information slips for the
calendar year (e.g. the total number of T4, T4A, and TS5 slips), you must use the
electronic submission and file by an electronic media or internet file transfer.

The employee always receives two copies of his/her T4 regardless of how you file

your tax slips with the CRA. One copy is retained by the employer for a minimum of
six completed years.

1.1 Paper submission

1.1.1 T4 Slips

1. In Process | Print T4 Slips...

B3 Process - Print T4 Forms
Records i aster Flags
v Al * Include all
" Range - " Flagged anly Cancel
" Curent " Mot Flagged Test
Format Buziness Mo
" Summary " Self-mailer ' 123456782RP1234 Setup...
i)
SetDate. ..
(v Lazer
{* 4 copies " Employees' copy only Lear
- o
" 3 copies (" Employer/CRA's copy anly Llrzst
" Last
Employer Address LClassz
|1¢2EI1 - 319 Governors Court = Include al
|New whestminster, BC " Specific

3L 555

Marging [# of chars]

Left: |5— Tom |2—

[~ Esport data for electronic submission
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2. In the Format section, select Laser and 4 copies to print the employee’s set (in
duplicate), the employer’s set and the CRA’s set. The set for the employees does
not have the BN printed, while the employer’s and CRA’s copies do have the BN

printed.

3. If your payroll is already in 2009, and you are doing the 2008 T4s, then select
Last in the Year section, otherwise select Current if your payroll is still in 2008.

4. Include the T4 Summary when you are filing T4s by paper to the CRA.

1.1.2 T4A Slips

1. In Process | Print T4A Slips...

53 Process - Print T44 Forms

Records
v Al

" Range _
" Curent

Format

" Regular
+ Laser
(* 4 copies

Employer dddreszs

" Sumnmary " Self-mailer

" Emplopess’ copy anly
Copies " Employer/CRA's copy anly

|1¢2EI1 - 33 Govemors Court

|New whestminzter, BC

3L 555

[ Export data for electronic submizsion

td aster Flagzs

" Include all
" Flagged anly
* Mot Flagged

Buzinessz Mo
v 123456782RP1234
~

Year
* Curent
" Last

LClass

&+ Include all

" Specific

Marging [# of chars]

Left: |1_ Top: |1_

Cahicel

Test

Setup...

Set Date...

[ = |
_ = |
_sew. |
[Sae. |

2. In the Format section, select Laser and 4 copies to print the two copies for the
employee and one copy with BN for the CRA or employer on one legal-size page,
then one complete set with BN again for the CRA or employer.

Note: Since the T4A forms are on legal-sized paper, you must go to Start |
Settings | Printers and Faxes to select Printing Preferences for the printer,
and change the Paper Size to Legal. Changing the Paper Size in the Print

Setup within the Payroll program may not work.

3. Repeat steps #3 to #4 in section 1.1.1 T4 Slips for the T4As.
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1.2 Electronic submission
Note:

The names and addresses of all employees must be correctly formatted in the
Employee Master:

SMITH, MARY B.
123 FOURTH STREET
ANYTOWN, BC

V1B 5T6 (postal code must be in the 3" address line)

1. In Process | Print T4 Slips...

&3 Process - Print T4 Forms
Records tazter Flags
= Al f* |nclude all
" Range - " Flagged only Cejiel
i i
Current Mot Flagged Test
Eormat Buziness Mo
" Summary ™ Self-mailer (+ 123456782RP1234 EALp
™ i
AT Set Date...
f+ |aser
{4 copies " Employess' copy only Tear
. '
@ (™ Employer/CRA's copy anly * Curent
£ Last
Employer Address Clazs
|ﬂ2EI1 - 319 Gowernors Court * |nclude all
|New Westminster, BC " Specific

V3L 555

Marging [# of chars)

Left: |5_ Top: |2_

v Export data far electranic submissior

2. In the Format section, select Laser and 3 copies to print the employee’s set and
the employer’s set for your records. The set for the employees does not have the
BN printed, while the employer’s and CRA’s copies do have the BN printed.

3. Select Export data for electronic submission to create a data file to be used in
the T4 Electronic Submission v2.4c program.

4. 1If your payroll is already in 2009, and you are doing the 2008 T4s, then select
Last in the Year section, otherwise select Current if your payroll is still in 2008.

5. If you do not have T4A for Electronic Submission then proceed to step #10.

6. In Process | Print T4A Slips...
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B3 Process - Print T4A Forms

Records
(v Al

" Range _
" Curment

Format

" Surmmary " Selt-mailer
" Reqgular

(+ | aser

(" 4 copies " Emplovess' copy anly

" Emplover/CRA's copy only

Ermnployer Address

|1¢2D1 - 319 Governors Court

|New Westminster, BC

V3L 556

[ Esport data for electronic submission

t azter Flags

" Include all
™ Flagged anly
{* Mot Flagged

Business Mo

(¢ 123456782RF1234
~

Year
{* Current
" Last

LClass

(* Include all

" Specific

Marging [# of chars)

Left: |7 Top: r

Ok

Cancel

Test

Setup...

Set Date..

Fl o)

7. In the Format section, select Laser and 3 copies to print the two copies for the
employee and one copy with BN for your records on one legal-size page

8. Select Export data for electronic submission to create a data file to be used in
the T4 Electronic Submission v2.4c program.

9. If your payroll is already in 2009, and you are doing the 2008 T4 As, then select
Last in the Year section, otherwise select Current if your payroll is still in 2008.

10. Call up the T4 Electronic Submission v2.4c program from the Tools menu in

Payroll.

11. Update the Company Information in Setup | Company Profile... Make sure to
enter the Transmitter No: which is the magnetic media transmitter number

assigned by the CRA.
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3 Setup - Company Information
File
C:AComvida\HRAD ata Giood Care Company
Transmitter Contacts I Ermplayer ] Additional
Marme: T IGood Care Company
2 I
Address: 1 |#2D1 - 319 Governors Court
2 I
City: INew ‘westminster
Province: BC - Country; ID'-\N
Postal Code: I\,-'3|_555
Language P X
Preforonce: IE 'l Transmitter Mo: IMMgggggg
Frint.. | Cancel | Apply |
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12. Enter the names and phone numbers for the Technical Contact and Accounting
Contact in the Contacts page. You must provide both a Technical contact and an
Accounting contact. Normally they will be the same person, e.g. the person who
prepared the T4s is the technical contact, and the person who normally does Payroll is

the accounting contact.

-

3 Setup - Company Information

Eile:

C:AComVidatHRYD ata

Good Care Cormpaty

Additional

Ext #: I—

Igtechman@telus.net

Tranzmitter ] Contacts Emplayer I
— Technical Contact
Hame: IGuy Techman
Area Code: l— Phone #: IW
Email Address:

— Accounting Contact

Marmne: IJ ohn Courtrey

Area Code: |504 Phone #:

|444-5555 Extt:  |geg

Pririt... |

Ok | Cancel |

13. Check the information in the Employer tab. The employer’s contribution for CPP
and EI are entered in the Additional tab along with other information.
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File

Transmitker Contacts

T -~ Emplayer's contributions
Canada Pension Plan: 0.00
Ermployment [nsurance: 0.00

| Employer |

I Federal Youth Hires Program

Proprietar Social |hsurance Mumbers

1:|_. 2:|..

Ermployer Registered Pension Plan Mumbers

Additional

1:,7 2:,7 3:,7

FErint...

Cancel | Apply |

14. Check the data in the Employee page.
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Note: Updating the Main tab in the Employee T4 window (e.g. Address, SIN,
Province, etc.) will not update the Employee T4A window, or vice versa, if
you have both T4 and T4A for the employee. You must update both
windows, or update in payroll and re-export T4 and T4A again.

15. Select File | Print... to print the Employee T4 Details report when the Employee T4 is
the frontmost window. (If you have T4As to print as well, then repeat this step with
the Employee T4A as the frontmost window.) Check the T4 Electronic Submission
Report (and the T4A Electronic Submission Report), and verify that the entries are

correct.

16. In Process | Export...

-

& Process - Export

File: Mame: |H|:T><un1 ML

Data lype Cancel

{* Original data

Setup...
" Replacement

Submizzion Ref ID: 2008401

¢ The file name is defaulted to RCTX001.XML. You can change the file name,

but the extension must be XML.

¢ In Data type, select Original data or Replacement to create an XML file.
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e Update the Submission Ref ID: if necessary.

A T4/T4A ELECTRONIC SUBMISSION EXCEPTION REPORT will be printed
indicating if there are errors. If any errors are found, make the necessary
adjustments and repeat the export.

17. The XML file created will have information for T619, T4 slips, T4 summary,
followed by T4A slips and T4A summary if there are T4A data.

18. After the XML file is created, you have two options to send the XML file to the
CRA: internet or magnetic media.

1.2.1 Internet

You are eligible to file your T4 returns (i.e. the XML file) via the internet up to 20
MB, i.e. approximately 20,000 slips. Starting January 8, 2008, the CRA has
begun accepting and processing both amended or original T4 and T4A, among
other return types.

You need to verify the file before transferring it through the internet to the CRA.
In the T4 Elec Submission program v2.4c, go to Process | Submit..., and select
Verify.

&3 Process - Submit

1. Werify File(z]

Each #ML File should be verified against the schema prior to submission.
I arder b verify the =ML file it will be copied ta the same folder as the kL
Schema files [*.#ed). e.g. FAHRYHRTACHKAT 450

#ML File Mame: |F|CT><DD1 L Browsze. .

Schema Files Location: [C:AComividasHRVHRTACHK

Browse. ..

2. Submit File(z)
Once the >ML Filels) have been verified, they can be submitted ta CRA wia
their website by clicking the button belov and following the instructions

provided on the website. They may alzo be copied to a digkette and
mailed to CRA.

Submit Wenfied File(z) via Intemet |

Cloze

When the file is verified OK (the Process — Submit screen will say “Validation
succeeded for...”), then you can submit the verified file via the internet to the
CRA. If you get a “Validation failed on...” message on the XML file, then you
will have to make the necessary modifications, re-export the file and run the
verify again.
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1.2.2 Magnetic media filing

If you are not going to transfer the XML file through the internet, or if you have
more than 20,000 slips, then copy the XML file to a diskette, CD, or DVD and
send to the CRA. See www.cra.gc.ca/file-xml.

Do not send paper copies of the tax slips or summary if you are submitting your
returns on magnetic media.

Form T619, Magnetic Media Transmittal, is no longer needed with your return.
More information can be found on the website www.cra.gc.ca/electronicmedia or
call 1-800-959-2221.

Note: You do not need to complete a T4 or T4A Summary when filing the XML
file either through the Internet or on magnetic media.

1.3 Other filing methods
1.3.1 T4 desktop application

If you are filing less than 70 slips you can file via the internet. You must have a
web access code which is preprinted on the top of your personalized T4 Summary
form above your Business Number. For more information about web filing, go to
the CRA web site.

1.3.2 T4 web forms

This filing option is for employers who have to file either a nil return, or three
slips or less. You will need a compatible browser to complete, print, and submit a
T4 information return. Detailed instructions are provided on the web page, and
computer requirements are detailed on the CRA web.

1.4 T4 deadline and penalties

The deadline for filing the CRA T4 returns is by the last day of February following
the taxation year being filed. If you fail to meet the above deadlines, your employer
will be liable for a penalty of $25 for each slip, for each late day (minimum penalty of
$100 and a maximum penalty of $2,500). You can avoid these penalties by filing by
the last day of February, even though you may have to send amendments/corrections
at a later date.
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